PART 11 DEPARTMENT OF HUVAN RESOURCES DEVELOPMENT 17. 343
STATE OF HAWAI | 17. 344

M ni mum Qual i fication Specifications
for the Cl asses:

STATE LANDS ASSI STANT ADM NI STRATOR
(STATE LANDS ASST ADVR)
STATE LANDS ADM NI STRATOR

Prerequi site Know edge and Abilities Required:

Know edge of: Principles and practices of real estate
pl anni ng, devel opnent and managenent for commercial, industrial,
agricultural or other incone-producing purposes; |aws, ordinances
and codes governing | and use, managenent and devel opnent;
term nol ogy and | egal docunents used in | and nmanagenent
transactions; research nethods and techni ques; report witing;
princi ples and practices of managenent and supervision; and for
the State Lands Adm nistrator, principles and practices of
adm ni strati on.

Ability to: Admnister the State’s |and managenent, water
devel opnent and Conservation District regul ati on prograns;
establish priorities and fornmul ate program policies; plan,

di rect, supervise and evaluate the work of others; nake sound
recomendati ons on | and managenent matters; establish and
mai nt ai n cooperative and effective working relationships with
staff, consultants, representatives of other governnent agencies,
community interest groups and the general public; speak
effectively in public hearings and before the Legisl ature;
represent the State in negotiating real estate acquisition and

di sposition transactions, |and use and devel opnent and

engi neering matters; and prepare clear and conci se reports.

Basi ¢ Educati on Requirenent:

Graduation froman accredited four (4) year college or
university with a bachelor’s degree. Excess work experience as
descri bed under Specialized Experience bel ow, or any other
responsi bl e adm ni strative, professional or analytical work
experience which provided know edge, skills and abilities
conparable to those acquired in four (4) years of successful
study while conpleting a college or university curriculuml eading
to a baccal aureate degree may be substituted on a year-for-year
basis. To be acceptable, the experience nust have been of such
scope, level and quality as to assure the possession of
conpar abl e knowl edge, skills and abilities.

The education or experience background nmust al so denonstrate
the ability to wite clear and conprehensive reports and ot her
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docunents; read and interpret conplex witten material; and sol ve

conpl ex problens logically and systematically.

Experi ence Requirenents:

Except for the substitutions provided for
applicants nmust have had progressively responsible

speci fication,

in this

experience of the kind and quality described in the statenents

bel ow and in the anobunts shown in the follow ng table, or any
equi val ent conbi nation of training and experience:
Gen Spclzd | supvry | Myrl Adm | Total
Class Title Exp Exp Exp Exp Exp Exp
(Yrs) | (Yrs) | (yrs) | (vrs) |(Yrs) |(Yrs)
State Lands Asst .
Adnr 2-1/2 2 1 1 6-1/2
State Lands Adnr 2-1/2 2 1 1 1 7-1/2

Gener al

Experi ence:

wor k whi ch 1 nvol ved gat heri ng,

ot her pertinent

Progressi vely responsi bl e professional

to determ ne and recomrend appropriate courses of action.

eval uati ng and anal yzing facts and
information required to resol ve probl ens and/ or

Such

experience nmust have denonstrated the ability to elicit
information orally and in witing, apply problem sol ving nethods
and techniques, identify alternatives, use judgenent in

determ ning appropriate alternatives, and prepare clear and
concise witten reports and recomendati ons for action.

Speci al i zed Experience: Responsible professional or
adm ni strative experience in | and managenent which invol ved
determ ning appropriate uses of |ands; managi ng | ands for
commercial, industrial, agricultural or other income-producing
pur poses; nmaki ng recommendati ons on the acquisition and
di sposition of real property; and identifying and resol ving
probl ems and conducting studies on |l and-rel ated issues.

Supervi sory Experience: Wrk experience which included:
(1) planning, organizing, scheduling, and directing the work of
others; (2) assigning and review ng their work; (3) advising them
on difficult work problens; (4) training and devel opi ng
subordi nates; and (5) evaluating their work performnce, and
di sci pli ni ng when necessary. Such experience nmay have been
gai ned concurrently or separately with the managerial experience
requi renent.

Manageri al Experience:
responsibility for

Experi ence which invol ved
i dentifying program goal s and objectives and
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evaluating their attainnent; identifying resource needs
(manpower, materials, equipnent); planning, organizing and
coordinating programactivities to attain program objectives
within tinme, resource and budgetary limtations; devel opi ng
procedures; and actively participating in policy determ nation,
budget fornul ati on and executi on.

Adm ni strative Experience: Admnistrative experience which
i nvol ved active participation in, and major responsibility for
t he devel opnent, nanagenent, execution and coordi nati on of
policies and prograns.

*For the State Lands Assistant Adm nistrator, admnistrative
aptitude rather than actual adm nistrative experience may be
accepted. Admnistrative aptitude will be considered to have
been net when there is strong evidence of the necessary
adm ni strative aptitudes and abilities. Such evidence may be in
the form of success in regular or special assignnments or projects
whi ch involved adm nistrative problens (e.g., in planning,
organi zi ng, pronoting, and directing a program including policy
and budgetary consi derations; providing staff advice and
assistance in such matters); interest in admnistration
denonstrated by the performance of work assignnents in a manner
whi ch clearly indicates awareness of adm nistrative problens and
the ability to solve them conpletion of educational or training
courses in the area of adm nistration acconpani ed by the
application of the principles, which were | earned, to work
assi gnnents; nanagenent’ s observation and eval uation of the
applicant’s | eadership and adm nistrative capabilities; success
in trial assignnments to managerial and/or adm nistrative tasks.

Substituti ons All owed:

1. A master’s degree froman accredited college or university
may be substituted for one (1) year of General Experience.

2. Excess Speci alized Experience nay be substituted for the
General Experience on a nonth-for-nonth basis.

Qual ity of Experience:

Possessi on of the required nunber of years of experience
will not initself be accepted as proof of qualification for a
position. The applicant's overall experience nust have been of
such scope and level of responsibility as to conclusively
denonstrate that he/she has the ability to performthe duties of
the position for which he/she is being considered.
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Sel ective Certification:

Speci al i zed know edge, skills and abilities nmay be required
to performthe duties of sone positions. In such positions,
certification may be restricted to eligibles who possess the
pertinent experience and/or training required to performthe
duties of the position.

Agenci es requesting selective certification nmust show the
connection between the kind of training and/or experience on
whi ch they wish to base selective certification and the duties of
the position to be filled.
Tests:

Applicants may be required to qualify on an appropriate
exam nation

Physi cal and Medi cal Requirenents:

Appl i cants must be physically able to perform efficiently
and effectively, the essential duties of the position which
typically require the ability to read without strain printed
material the size of typewitten characters, glasses permtted,
and the ability to hear the conversational voice, with or wthout
a hearing aid, or the ability to conpensate satisfactorily.
Disabilities in these or other areas will not automatically
result in disqualification. Those applicants who denonstrate
that they are capable of performng the essential functions of
the position will not be disqualified under this section.

Any condition which woul d cause applicants to be a hazard to
t hensel ves or others is cause for disqualification.

Any disqualification under this section will be nade only
after a review of all pertinent information including the results
of the medical exam nation, and requires the approval of the
Director.

Ment al / Enoti onal Requi renents:

Al l applicants nust possess enotional and nental stability
appropriate to the job duties and responsibilities and working
condi ti ons.
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This is a change in title from Land Managenent Assi stant
Adm ni strator and Land Managenent Adm nistrator to STATE LANDS
ASSI STANT ADM NI STRATOR ( STATE LANDS ASST ADVR) and STATE LANDS
ADM NI STRATOR;, and an anmendnent to the m ninmum qualification
speci fication which was approved on Cctober 19, 1998.

DATE APPROVED:

JAMES H. TAKUSHI
Director of Human Resources Devel opment



